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MEMORANDUM FOR: Moo ctor

Please remind everyone at Exec. Council
of the attached--that General Walters is absent
this week and that I need from them by noon
Friday concise statements about anything sig-
nificant that has happened during the General's
absence (for inclusion in the General's briefing

book. )
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WHICH MAY BE USED.
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i. As a gen=xal rule, we should not reportin the briefing book

evns which will be presented to them separatzly, sech a
e Morning Meeting, intelligence publications, «oxras

bles, stc. - -

m;n_u.as

pondeonce,

A

9. We should include a brief, concise, up-to-ithe-minuie stale-
z about significant things that have happenad during thelr absence

a.:out which they should be made aware as promptly 25 possible.
ormnally, if we refer to coxx espondence, it should be summarizad

ot than enciosad. There may, of course, be axceptions. Some
t3 nay not lend themaselves to adequate coverave in the brisiing
book. I= this case, it might be desirable o include enough to zlert
tham and follow up with a fuller briefing at their eaxliest comy ehience

C oo subreit .z fullar memorandum. Trivia or routine things

about which

’t ey hava no neeﬁ. to lea."-n promptly, if at 2li, shohlé. not be 1nv:1ui,-,. :

-

3. -As to fc—m..t fﬁﬁ briefing boc"{ will i:lch.c‘f.‘amxactly wha*' is
exvad up. In ozder that the total package may have some uniformily,
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. mmaterial should be prepared on 8 x 10 1/2 papex su.,z.:Ltzla for insertion
in a ‘::'*1 hree-xring 1oosaieaf notubook R



